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1.  Purpose:

1.1 To give staff a clear understanding of the duties and responsibilities of their role within the Apex Scotland trading company- All cleaned up.

2.  Scope:

2.1
All staff and potential employees.

3.  Accessibility:

3.1 This policy is written in English but can be translated into Community Languages and also large print and audio for people with sight impairments and hearing difficulties.


Job Description
Position: 


All Cleaned Up – Supervisor 
Responsible to:  
Operations Manager
Location:
All Cleaned Up Edinburgh (however travel across  Scotland )
Value Statement: 

All employees of Apex Scotland (and its subsidiary business’s) will demonstrate fairness, honesty, transparency and trust in their dealings with colleagues, service users, and partners. They will then ensure that the needs and requirements of these stakeholders are understood and responded to within accepted employment practice, service design and delivery standards.

Purpose of Job
You will provide robust supervision of dedicated cleaning and/or clearance squads that will normally consist of technicians and volunteer trainees. These squads will then deliver cleaning and/or clearance services across Scotland that meet or exceed the customer’s expectations. You will ensure that we fulfil our contractual agreements also ensuring compliance with recognised good practice standards. These activities will be undertaken in a manner that ensures the health, safety and welfare of yourself, your squads and others in the vicinity of operations is maintained at all times. We would anticipate that 50% of your time will be on the job.
Job Specific Responsibilities

Cleaning/Clearing role
The Supervisor will:

1. Ensure that the squad maintains an acceptable level of personal hygiene when cleaning/clearing and that their work area and the service vicinities are also kept clean and tidy.
2. Assess the need and then issue the appropriate level of Personal Protective Equipment (PPE) required by the squad and then ensure that it is used in line with current good practice

3. Assist and supervise all cleaning or clearance activities using appropriate equipment. Assess the risk of any activity before producing and/or providing relevant schedules and method statements that lead to effective work activities of the squad. This will be particularly relevant when operating in high risk or contaminated areas.
4. Monitor and control the handling of equipment, cleaning solutions and hazardous materials in line with manufactures or organisational instructions.

5. Travel from site to site inspecting works done and then providing support where applicable
6. Supervise the completion of all necessary paperwork including job cards and personal time sheets.
7. Assist with skills transfer activities to  ensure that those individuals working on placement have the opportunity to learn new and relevant skills

8. Ensure that the movement of plant, equipment or materials is carried out in a safe and secure manner
Business and Personal Development

The Supervisor will:

9. Take ownership for self development by highlighting opportunities and agreeing a Personal Development Plan (PDP) with the line manager. Actively pursue continuous improvement in performance, skills and knowledge. Participate as required in appropriate personal development opportunities. 

10. Be open to change and encourage business innovation. 
11. Take part in development meetings with the line manager and others to assist the business in moving forward
Organisation and Legal Responsibilities
The Supervisor will:

12. Ensure that all work practices are carried out in line with Apex Scotland Policies and Procedures with a particular focus on Health, Safety and Welfare.
13. Ensure that all staff or trainees have been properly inducted and have the capability to do the tasks allocated. Where an area for development is identified, put in place a robust action plan that addresses this before carrying out regular reviews

14. Ensure that no one is put a risk by any of the activities undertaken during the course of duties undertaken
15. Take care of organisational assets and resources immediately reporting any deficiencies and/or damage to the line manager before making arrangements for their repair or replacement
16. Work in an environmentally friendly way to ensure that all waste is disposed of in a manner that minimises environmental damage or cost to the organisation

Other

The Supervisor will:

17. Undertake the role in a customer friendly way by following the dress code and engaging with customers and colleagues in a courteous manner. 

18. Show consideration to customers and share information about how you will deliver the service to them taking care of their property and/or belongings whilst doing so
19. Promote ‘All cleaned up’ and its parent organisation Apex Scotland by representing both in a professional and courteous manner. 

20. Work flexibly and undertake any other appropriate service delivery activities if requested.
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